This is a sample AI Privacy Usage Policy.  Please customize for your housing authority and remember these are suggestions. Not legal advice as to what your policy should or must be.  Ultimate IT Guys does not assume any responsibility for the suitability of the content for your specific situation.

AI Privacy Policy for Housing Authority Staff
Adopted Date:
Purpose
This policy establishes clear guidelines for the responsible use of publicly available generative AI tools (e.g., Copilot, Gemini, ChatGPT, Claude) by staff at [Housing Authority Name]. The goal is to enhance productivity while safeguarding tenant privacy and ensuring compliance with applicable regulations.

Scope
This policy applies to all employees, contractors, and volunteers who use generative AI tools in the course of their work at the housing authority.

Approved Uses of AI
Staff may use generative AI tools for:
· Drafting general-purpose letters and templates
· Summarizing public policies or HUD notices
· Creating checklists, training materials, or outreach ideas
· Brainstorming non-sensitive workflows or communication strategies

Prohibited Uses of AI
Staff must not use generative AI tools for:
· Entering or uploading personally identifiable information (PII) of tenants
· Uploading sensitive documents (e.g., leases, RFTA packets, medical letters)
· Making eligibility, rent, or compliance decisions
· Interpreting HUD regulations or legal policies

Data Protection Guidelines
Before using AI tools, staff must:
· Remove all PII from text and documents
· Use placeholders such as [Tenant Name], [Unit Address], or [Case Number]
· Avoid entering any financial, medical, or legal details

Review and Oversight
All AI-generated content must be:
· Reviewed for accuracy, tone, and policy alignment
· Edited to reflect human judgment and empathy
· Approved by a supervisor if used in resident communications

Training and Compliance
All staff must complete AI privacy training annually. Supervisors are responsible for ensuring compliance and reporting any misuse.

Policy Violations
Violations of this policy may result in disciplinary action, up to and including termination, depending on severity.

Policy Maintenance
This policy will be reviewed annually and updated as needed to reflect changes in technology, regulations, and agency practices.

Contact
For questions or concerns about this policy, contact: [Privacy Officer Name][Email Address][Phone Number]
Acceptance
Name:					Siganture:					Date:
